INTRODUCTION 


MAILING LIST is a program that enables you to keep a file of up to 250names, 
address, and telephone numbers, available for your immediate disposal. 


Uses for this program could include keeping a file of: 


- Members of an organization 
- Customers in a business 
- Friends and relatives for Christmas cards 


The main features of MAILING LIST are as follows: 


- Each listing is defined into seven (7) fields (First Name, Last Name, Street 
Address, City, State, Zip Code, and Telephone Number). 

- You have the ability to update a particular field within a record without having 
to rewrite the entire listing. 


- Unwanted listings can be easily deleted without disturbing the rest of the file. 


- A particular listing can be located by searching the file using any of six (6) 
fields as the key. 


- The file can be sorted alphabetically or numerically using any of six (6) fields. 


- Listings can be sent to a monitor for viewing, or to a printer for a permanent 
hard copy. 


- Files can be easily saved to tape, and recalled for later use or updating. 


The remainder of this manual will tell you how to take advantage of MAILING LIST 
and all of its features. 


LOADING 


If you are using the Master Tape to make a new file, load the program by entering 
LOAD ‘‘mail’’ or LOAD”’ ’’. 


If you are using an existing file, enter LOAD ‘‘filename’’ or LOAD” “’. 
ENTERING THE PROGRAM 


Once the program has been loaded, the Main Menu will appear. The choices 
available from the Main Menu are as follows: 


1) Enter New Listing 5) Search 
2) Delete Old Listing 6) Save Current File 
3) Update Current Listing 7) Exit Program 


4) Sort/List/Print 


Make your selection from the Main Menu by entering the appropriate number from 
the menu. 


The Following Sections Describe The Program Options In More Detail 
1] Enter New Listing 


When this option is selected, the program will ask for the following information 
concerning a new listing: 


FIRST NAME (12 characters maximum)* STATE (2 characters) 
LAST NAME (12 characters maximum) ZIP CODE (5 characters) 
STREET ADDRESS (25 characters maximum) TELEPHONE # (12 characters)** 
CITY (20 characters maximum) 


*) When entering the FIRST NAME, do not leave spaces between words (ex.: ‘‘Jo 
Ann” or ‘‘John C.’’). If more than one word is needed, then use a hyphen (-) to 
seperate them (ex.: ‘‘Jo-Ann”’ or ‘‘John-C.’’). 


**) The proper form to enter the TELEPHONE NUMBER is: 
‘“‘AREA CODE - EXCHANGE - NUMBER’’ 


‘“123-456-7890”’ 


When starting a new file, it is recommended that you decide on whether to enter 
information as all upper-case or a combination of upper and lower-case letters. Once 
this decision is made, keep it consistant for all listings within a file. Failure to do this 
will cause the SORT and SEARCH routines to not work properly. 


Once a listing has been completely entered, the program will ask for more listings. 
If there are none, the program will return to the Main Menu. 


2] Delete Old Listing 


When it is decided that a particular listing is no longer needed, this option enables 
you to delete it from the file. 


The program will ask you for the First and Last names of the listing you wish to 
delete. The computer will then search the file for that name. 


If a listing is found for that name, it will be displayed on the monitor. The program 
will then instruct you to enter a ‘’9’’ if you wish to delete the listing. If you enter any 
other character, or press ‘‘ENTER” alone, the program will return to the Main Menu, 
and the listing will remain in the file. 


After the listing is deleted, the program will ask for more listings. If there are none, 
the program will return to the Main Menu. 


3] Update Current Listing 
Many times a listing needs updated, such as a change in street address or telephone 


number. This option enables you to make any change within a current listing without 
having to rewrite the entire record. 


First, the program will ask for the First and Last names of the listing you wish to 
update. The computer will search the file for that name. 


If a listing is found for that name, the computer will display the current listing for a 
few seconds. Next, a menu will appear showing the individual fields that can be 
updated. 


Upon selection of the proper field, the program will ask for the updated information 
for that field. After the information has been entered, the computer will display the 
updated listing. 


The program will then ask if any more changes need to be made to that particular 
listing. If not, the program will ask for more listings to update. If there are none, the 
program will return to the Main Menu. 


4) Sort/List/Print 


Once a file of names and addresses has been established, this option will probably 
be the one most used in the program. 


With this option, the entire file can be sorted alphabetically or numerically in any of 
six (6) ways: 


1) Last Name 4) Zip Code 
2) City 5) Area Code 
3) State 6) Telephone Exchange 


Once the file has been sorted, it can displayed on the monitor or sent to a printer in 
any of three (3) forms: 


1) Name/Address/Telephone Number 2) Name/Address 3) Name Only 


Using a printer and self-adhesive labels, you can produce mailing labels for 
business use, Christmas cards, and many other uses. 


When this option is selected, a menu will be displayed showing the fields that can 
be sorted from. When the selection has been made, another menu will appear, asking 
(1) where to output the sorted file (Screen or Printer), and (2) what form to generate the 
file (see above). 


Once this selection has been made, the computer will generate the listing. After the 
list is complete, the program will ask if another sort is desired. If not, the program will 
return to the Main Menu. 

5] Search 


This option actually allows you to perform one of two functions: 


1) Search for a particular listing. 
2) Search for all listings with the same information within a specified field. 


This can be helpful when you know someone’s name, but not his telephone number, 
for example. Also, this option can be used when you only need the listings for a specific 
city or state. 


Once the information is found, it can be viewed on a monitor or sent to a printer in 
the same manner as in the SORT option. 


When this option is selected, a menu will be displayed showing the fields that can 
be searched from. Once the selection has been made, the program will ask you to input 
the specific data that is to be searched for. 


Next, the program will ask for Screen/Printer information similar to that in the 
SORT option. 


Once this decision has been entered, the computer will search the file for all listings 
containing the specific data you requested, and will display all matching listings in the 
form you specified. 


After the search is complete, the program will ask if another search is desired. If 
not, the program will return to the Main Menu. 


6] Save Current File 


This option should be used after writing a new file, and whenever any addition, 
delection, or update is done to an existing file. Files saved will have their own unique 
filename, and will run automatically when loaded. 


When this option is selcted, the program will ask you to input the filename. Make it 
as short as possible, but descriptive enough to make its purpose understandable (ex.: 
“‘carclub’” ). Make sure you label the saved tape with this filename, as this is the 
program name to use when loading the file in the future (ex.: LOAD ‘‘carclub’’ ). 


After entering this information, the program will walk you through the saving 
process. Prepare your tape recorder in the same manner as you would for a normal 
save. 

When the save is complete, the program will return to the Main Menu. 


7) Exit Program 


Before using this option, make sure you have saved the most current version of this 
file to tape, and that you are finished with the file for this session. 


When this option is selected, the computer will warn you that if you execute this 
part of the program, the entire file will be erased from the computer’s memory. 


MAKE SURE YOU ARE COMPLETELY FINISHED, AND THAT YOU HAVE 
SAVED THE FILE TO TAPE!!! Once this option has been executed, the computer is 
ready for other use. 
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OATELENGE LIST Preagram Notes 


If you should break out of the program, and would like to 
reenter with your data intact, DO NOT use "RUN". Instead, 
Enter “GOTQ 9000", and the program will return to the Main 
Main Menu. If you enter "RUN", ali data that has been 
entered wil! be erased. 

When entering a name into a files make sure that you do 
not uge the EXACT same name for two different records. Doing 
this will nullify the UPDATE routine. If you need to enter 
two records for the same name, use a middie initial in one 
of them Cex.1 John-A. Smith) to make it unique. 


Because of the lack of a “FAST” wmode on the T/S 2068, 
sorting a large number of records may take some time. The 
screen will inform you when the sort is complete, and iff you 
selected a printer option, the tist will be automatically 


sent to the printer. 

The format for the printer options is set for ai standard 
gize 3 1/2" X 15/16" mailing label. This program should work 
with any interface/printer combination that will accept a 
LPRINT command from the computer. 

To customize this program for your interface, follow the 
directions provided with your interface software. 


